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THE  MANAGEMENT  AND 
ORGANIZATIONAL 
DEVELOPMENT 
DIVISION 


GENERAL  INFORMATION 


The  Statewide  Employee  Effectiveness  Semi¬ 
nars  consist  of  thirty-six  workshops  on  six  high¬ 
ly  diversified  topics.  Employees  of  local  gov¬ 
ernmental  jurisdictions  as  well  as  state  employ¬ 
ees  are  eligible  to  attend.  No  fees  are  charged, 
but  costs  for  travel,  lodging,  meals  and  other 
expenses  are  not  the  responsibility  of  the  De¬ 
partment  of  Personnel. 

These  seminars  are  funded  in  part  under  the 
Intergovernmental  Personnel  Act.  The  Depart¬ 
ment  of  Personnel  reserves  the  right  to  restrict 
participation  by  any  one  organization  and  to  can¬ 
cel  or  postpone  seminars  for  which  there  is  in¬ 
sufficient  registration. 

Groups  are  limited  in  size  to  thirty  partici¬ 
pants  and  applications  will  be  processed  on  a 
first-come/first-served  basis. 

By  utilizing  conference  rooms  in  six  state 
facilities,  training  will  be  available  to  employees 
who  work  within  various  geographic  areas,  thus 
reducing  time  and  travel  costs.  The  addresses 
for  the  various  locations  are: 

Champaign:  State  Regional  Office  Bldg., 

2125  South  First  Street 
Chicago:  Illinois  Visually  Handicapped 

Institute,  1151  South  Wood  Street 
Edwardsvi I le:  The  Uni  versity  Center,  Southern 

Illinois  University 
(River  Rooms,  2nd  floor) 

Elgin:  Elgin  Mental  Health  Center,  Room  113, 
Administration  Bldg.,  750  S.  State  Street 
Marion:  State  Regional  Office  Bldg., 

2209  West  Main  Street 

Springfield:  State  Office  Building,  Room  504, 
Monroe  and  Spring  Streets 

Applying  for  Registration 

Registrations  are  handled  by  mail.  The  tear- 
off  application  should  be  returned  as  promptly  as 
possible  since  some  seminars  are  likely  to  be 
oversubscribed.  Please  follow  carefully  the 
directions  on  the  application  form  since  it  will 
also  be  used  to  notify  applicants  of  action  taken. 


TIME  SCHEDULE  FOR  SEMINARS 


All  seminars  listed  herein  begin  at  9a.m.  and 
close  at  4:30  p.m.,  with  appropriate  coffee  and 
luncheon  breaks.  Those  who  are  accepted  into  a 
seminar  but  find  they  cannot  attend  are  urged  to 
give  prompt  notification  by  calling  AC  217/782- 
6442. 


"To  effectively  impact  present  and  fu¬ 
ture  'training’  requirements,  we  must  begin 
thinking  in  terms  of  'human  resources  de¬ 
velopment.’  ” 

—  Alan  H.  Master,  in  Training 
Management  &  Motivation,  1976 


*  COURSE  DESCRIPTIONS  * 

PROBLEM  SOLVING  AND  DECISION  MAKING 


Problem  solving  and  decision  making  are 
essential,  but  often  frustrating,  functions  of  su¬ 
pervisors  and  managers.  In  this  seminar  partici¬ 
pants  will  explore  some  of  the  major  blocks  to 
problem  analysis  and  the  reaching  of  decisions, 
along  with  some  mechanical  processes  which 
help  maintain  clarity  of  thought  and  logical 
approach. 

In  an  informal  workshop  setting  groups  will 
deal  with  models  designed  to  illustrate  the  dy¬ 
namics  of  participative  problem  solving. 

Mr.  Anderson,  Mr.  Bucari 

Jan.  21,  Chicago  Apr.  18,  Edwardsville 

Feb.  10,  Marion  May  10,  Springfield 

Mar.  29,  Champaign  June  14,  Elgin 


TIME  MANAGEMENT  AND  WORK 

ORGANIZATION 


Based  on  the  assumption  that  Time  is  one  of 
the  most  important— and  costly-managerial  re¬ 
sources,  this  seminar  will  deal  with  futurity  plan¬ 
ning  and  effective  time  utilization  to  reduce 
stressful  "crisis  management.” 


The  efficient  organization  of  work  to  facili¬ 
tate  goal  achievement  will  be  dealt  with  through 
group  activities,  appropriate  visual  aids,  and 
take-home  reference  materials. 

Mr.  Hayes,  Mr.  McDonald 

Jan.  5,  Champaign  Apr.  12,  Marion 

Feb.  25,  Edwardsville  May  24,  Elgin 
Mar.  21,  Springfield  June  22,  Chicago 


EFFECTIVE  DELEGATION 


Managers  who  delegate  get  more  done  and, 
although  the  very  word  suggests  "giving  up” 
authority,  managers  must  always  retain  account¬ 
ability.  This  program  demonstrates  that  good 
delegation  can  increase  the  supervisor’s  span  of 
control,  create  time  for  more  important  jobs,  and 
provide  growth  opportunities  for  subordinates. 

Management  simulation  activities  involve 
seminar  participants  and  give  insight  into  prac¬ 
tical  applications. 

Mr.  McDonald,  Mr.  O’Donnell 

Jan.  18,  Marion  Apr.  20,  Elgin 

Feb.  2,  Chicago  May  11,  Champaign 

Mar.  8,  Edwardsville  June  15,  Springfield 

AFFIRMATIVE  ACTION  AND 
LABOR  RELATIONS 

This  seminar  provides  employees  of  state 
and  local  government  with  an  understanding  of 
the  Affirmative  Action  program,  and  emphasizes 
the  important  role  that  management  personnel 
have  in  its  implementation. 

The  program  also  spells  out  the  manager’s 
responsibilities  in  working  under  union  contracts. 
Both  of  these  are  capsule  presentations  of  new 
management  responsibilities,  an  understanding 
of  which  constitutes  a  must  for  today’s  govern¬ 
mental  managers. 

Mr.  O’Donnell,  Ms.  Klutnick 

Jan.  19,  Springfield  Apr.  12,  Champaign 

Feb.  1,  Elgin  May  10,  Marion 

Mar.  22,  Chicago  June  14,  Edwardsville 
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(This  section  for  M&OD  use  only.) 

TO  THE  APPLICANT:  ' _ 

You  are  accepted  and  registered 

This  is  to  notify  you  of  the  action  taken  on  your  application  for  admission  _  in  the  seminar  of  your  choice. 


MANAGEMENT  STYLES 


Providing  leadership  is  a  major  expectation 
of  supervisory  personnel,  and  the  style  adopted 
impacts  upon  organizational  climate,  productivity 
and  employee  morale. 

Participants  will  study  various  management 
postures  as  revealed  through  films  and  role  play¬ 
ing  and,  by  means  of  standardized  scales,  be 
able  to  determine  their  own  current  managerial 
styles. 

Mr.  Bucari,  Mr.  Anderson 

Jan.  13,  Elgin  Apr.  12,  Chicago 

Feb.  28,  Springfield  May  3,  Edwardsville 

Mar.  22,  Marion  June  9,  Champaign 

THE  EMERGING  ROLE  OF  WOMEN 
IN  GOVERNMENT 


Participants  will  be  exposed  to  different 
areas  which  many  women  of  today  find  helpful  in 
bui  Iding  self-confidence  and  self-direction.  These 
include  value  systems  and  communication  skills; 
determining  job  objectives  and  developing  tools 
for  decision  making. 

Ample  time  will  be  spent  dealing  with  confi¬ 
dence  building  and  discussing,  identifying  and 
defining  goals  and  aspirations. 

Ms.  Klutnick,  Mr.  Jones 


Jan.  18,  Edwardsville 
Feb.  15,  Champaign 
Mar.  8,  Elgin 


Apr.  6,  Springfield 
May  17,  Chicago 
June  7,  Marion 


ILLINOIS  STATE  LIBRARY 


UNIVERSITY  OF  ILLINOIS-URBANA 


3  0112121935149 
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DEPARTMENT  OF  PERSONNEL 
Management  &  Organizational  Development  Division 
504  State  Office  Building 


